
Welcome to the Texas Death 
Certificate Project

This project has been set up to index information on the Texas Death Certificates 
that was not originally indexed.
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Presentation Notes
Hey there.  We want to welcome y’all to the Texas Death Certificate Project.  This project has been set up…



What are we doing and why?

• Additional Information being indexed
• Race, Informant, Burial Date, Burial Place, Cemetery, Funeral Home, and Funeral Director.

• Different races used different funeral homes.
• Example: African Americans used certain funeral homes and were buried in certain 

cemeteries.

• Poor people (no matter the race) usually couldn’t afford a headstone.  

• The informant found on the death certificate was usually a family member.  

All of this information can help people as their try to find their family.
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To index additional information that wasn’t originally indexed.  This includes fields such as the race, the informant, and the cemetery.  
So why are we doing this?  
Different races were buried in different cemeteries in a town.
Many cemeteries have been forgotten.
And some people couldn’t afford a headstone.
So many people can’t find their family in a cemetery and many do not know the names of their family.  We are hoping that indexing this information will help people find their family.



How do I start?

• Information on how to “Sign up” 
(register) for this project will be 
shown later.

• Once registered for the project……
• Go to fstsonline.net and 

bookmark the page.

• Enter your username and 
password and click Sign In.

• Follow the steps outlined on the 
following slides.
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So how do you start?
Information on how to Sign up or Register will be shown to you later.
Once you have registered, go to fstsonline.net which will look like this picture on the right.
Enter your username and password and click Sign in.
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1 – Click Open
2 – If desired, filter by county or scroll 
(counties will be available as their 
work packages becomes available)

3 – Click Assign Me. Don’t 
choose too many.

4 – Click Open
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5 – Click to see other 
options such as….
6 – Click to see those work packages 
that you have assigned to yourself
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This top page will then open.  
You can see our project here..  
Next you will want to 1 – click Open…to open our project.  

Then shown here in the middle, you will then see the work packages available right now to index.  
You can (2) enter a county if you would like to index a certain county.  But just so you know, you may not find your county.  More counties will become available as more work packages are added to the project.  

Once you have chosen a work package, (3) click Assign me.  Please only assign work packages to yourself that you can do within a few weeks. 
The assigned work package will look like this bottom area.  Click (4) Open to open the work package and begin indexing.

If you leave the project and come back at another time, you may want to click here (5) to see those work packages (6) you have assigned to yourself.



There are up to a total of 20 images in each 
work package.  This example has 10 images.
If the program does not automatically move to 
the next image, you can click on the next row.

Note 1: The work package may be partially indexed.  This example shows Images 1 and 
2 have already been indexed. Check the work of those first two images and then begin 
indexing Image 3.
Note 2:  The death certificate forms changed over time.  When indexing, you may find 
that the images in your work package may look a little different than this example.
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This is the indexing page that will appear when you Open a Work Package.

On the right, you will see the (1) Entry Form which shows the information originally indexed…. as well as the areas that you will add information. 

(2) Each work package will have Up To a total of 20 images.  This example has 10 images. You may find that some packages only have a few images.  If at any time the program does not automatically move to the next image, you can click on the next row.  

(3)You may also find that some work packages were not completed by a previous indexer and have been partially indexed.  (4)This work package shows two images that have already been indexed.  Double check their work and then begin indexing.
Also remember that the death certificate forms changed over time and so the images in your work package may look a little different than this example.



Click on a row so that it  stays dark green.  
In the Entry Form, you will see the fields 
previously indexed. *Wait a moment for the image to load.

Double check the Death 
County is correct.  Change it 
if it is incorrect.

Adjust the image as needed in this area by hovering 
over the three dots and this toolbar will appear.

* If the Entry Form information does not match what is on the image, please report 
it using the Messaging system which will be described later. If the information was 
indexed incorrectly, there is nothing that can be done at this time.
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(1)Choose a row to be indexed by Clicking on a row so that it stays dark green. (2)You might need to wait a moment for the image to load.

(3)In the Entry Form, you will see the previously indexed fields with a white background.  I like to double check that it matches the image, but there really isn’t a reason why they shouldn’t match unless there is something really wrong.  (4)If by chance the information does not match, be sure to report it using the Messaging system which will be described later. If the information was originally indexed incorrectly, there is nothing that can be done at this time. But continue with indexing the additional fields.

(5)Next, double check that the death county is correct and change it if it is incorrect.  Keep in mind that there are over 250 counties in Texas and some of the counties look similar.  As an example, there is Brazoria and Brazos counties.  If the county is handwritten, do your best to make sure it is the correct county.

(6)If needed, while indexing, you can adjust the image in this area. Hover over the three dots and (7) the toolbar will appear.



Enter the Race as it is written.

Capitalize the first letter of each word.
Do not use periods after initials.
Do not add suffixes such as Jr, Sr, etc.

Enter the Given Names of the Informant.  
Given Names are first and middle names.

Enter the Surname (last name) of the Informant.  

Enter the prefix if there is one 
found with the informant.
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Next, enter the Race. Capitalize and expand abbreviations. Do not change words like “Colored” to “Black”.

(2)Enter the prefix if there is one found with the informant.

(3)Enter the Given Names of the Informant.  Given Names include the first and middle names. Do not correct misspellings or expand abbreviations. Do not enter words that are not names…such as Hospital Records.

(4)Enter the Surname or last name of the Informant.

(5)Capitalize the first letter of each word.
Do not use periods after initials.
Do not add suffixes such as Jr, Sr, etc.



Scroll down the Entry Form and continue entering information.

Enter the Burial Month, Burial Day, and Burial Year.

Enter the Burial Town, City, or County.  If more than one place 
was entered on the death certificate, separate by commas.  
Example:  Huntsville, Walker

Enter the Burial State (it might not always be Texas).

Some death certificates will show “Location” for the 
burial. In most cases, the location is the burial city 
and not the cemetery.
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As you scroll down, continue entering information.

(1)Enter the Burial Month, Day, and Year.

When adding the date information, feel free to use the arrows on the right of each field to scroll to the correct date.

(2)Enter the Burial Town, City, or County.  If more than one place was entered on the death certificate, just separate by commas.  As an example, if it showed the city of Huntsville in Walker County, you would index it as Huntsville, Walker.

(3)Enter the Burial State.  Keep in mind that it might not always be Texas.

(4) Some death certificates will show “Location” for the burial. In most cases, the location is the burial city and not the cemetery.




Scroll down the Entry Form and 
continue entering information.

Enter the word Cemetery only if it is part of the 
name. Ex:  Conroe Community Cemetery

Enter the Funeral Home.

Enter the Funeral Director’s Given Names

and Surname.

For field rules and hints, go to the Texas Death Certificates Quick 
Reference Guide on the wiki page (tinyurl.com/TexasDeathCert). 

Do your best on the cursive. You can use wild cards if you cannot read 
certain characters.  (See the FAQ’s on the wiki page.)

Leave any field blank if no information is found on the image.  Example: 
This certificate does not have a funeral director listed.
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Scroll down and continue entering information.

(1)Enter the Cemetery Name.  Include the word Cemetery only if it is shown as part of the name.

(2)Enter the Funeral Home.

(3)Then enter the Funeral home director’s given names and (4) then the Surname. In this example, they only put the name of the funeral home and not the director. And so we leave those fields blank.

(5) For field rules and hints, go to the Texas Death Certificates Quick Reference Guide on the wiki page (tinyurl.com/TexasDeathCert). 
Do your best on the cursive.  If there are certain characters that you cannot read, you can use wild cards.  See the FAQ’s on the wiki page to learn more about wild cards.

Be sure to leave any field blank if no information is found on the image.



After entering all of the data, click on Submit.

The information will show as being updated.
The information can be seen in the row. You may need to scroll 
left/right at the bottom of the webpage to see all of the information.

Presenter Notes
Presentation Notes
After entering all of the data, (1)click on Submit.

After twirling a bit…..(2)The information will show as being updated.

The information will be seen in this row …(3)
and to see all of the information, (4)you may find the need to scroll left or right using this scroll bar at the bottom of the webpage.



The dark green band will move down to the next row and a new Image and Entry 
Form will populate.  You can then index the new image.  

When you have indexed all of the images in the work package, click the 3 Bars where the Film number is and then Mark 
work package completed.  You can then choose a new package to index from the work packages list.
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(1)The dark green band will move down to the next row and (2)a new Image and Entry Form will populate.  You can then index the new image. Remember that if the program does not automatically move you to the next image, you can click on the next row to get to the next image.  

(3)When you have indexed all of the images in the work package, click (4)the 3 bars at the top left where it has the Film number. Then (5)click “Mark work package completed”.

Don’t forget that you have up to 20 images in the work package.  



If you do not want to finish indexing the work 
package, click the 3 bars and select Return to 
work packages list and click Unassign Me.  
This will allow someone else the opportunity 
to select the package for indexing.  The work 
you have done is not lost!

To keep the work package assigned to you and 
continue indexing at another time, click Sign 
Out and then Sign In at another time and Open
the package to continue indexing.  You will have 
1 month to complete indexing a package.  After 
that time, the work package will be Unassigned 
to allow someone else to finish the indexing.  
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(1)If you do not want to finish indexing the work package, 
(2)Click the 3 bars at the top left where it has the Film number.
(3)Then select “Return to work packages list”.
(4)The webpage will then open like this area shown at the bottom.
(5)Click Unassign Me.
This will allow someone else the opportunity to select the package for indexing.  Your work will not be lost.

(6)To keep the work package assigned to you, 
click (7)Sign Out.
Then at another time, sign back in and (8) then
Open the package to continue working on it.

You will have 1 month to complete indexing a package.  After that time, the work package will be Unassigned to allow someone else to finish the indexing.



At the top of the opening page or at the top of 
the Work Packages page, you can see 
Messages. Click here often…..

…….The Messages area will open this window 
where you can see messages on the left that 
have been sent to you from the Reviewers 
Team.

Click to open the message…..
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(1)When you are on the opening page or the work packages page, you can see (2)Messages at the top of the page. 
Click on Messages and (3) this bottom window open. You can see messages on the left that have been sent to you from the Reviewers Team.
(4)Click to open the message….



Click Messages often to see any 
Replies or New Messages.

You may type a reply and 
click Send.

…..and you can see the message 
that was sent to you.
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(1)…..and you can see the message that was sent to you. 
(2) You may type a reply and click Send
(3)Click Messages often to see any (4) Replies
Or (5) New Messages.



Click Accept. Then check 
Messages often to watch 
for a reply from the 
Reviewers Team.

Add the film number information.

If you have a question about one of your work 
packages, you can send a message to the 
Reviewers Team. Click New.

Type your question(s).
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(1)If you have a question about one of your work packages, you can send a message to the Reviewers Team. Click (2) New. 
(3)This window will open.
(4)Add the film number information.
(5)Type your question.
(6)Click Accept. Then check Messages often to watch for a reply from the Reviewers Team.



How do I register?

• Scan the QR code or go to 
https://tinyurl.com/TexasDeathRegistrationForm
to begin your registration. 

• Enter your name, email, and phone number.  

• Enter a username.

• This information is collected so that we may 
contact you if needed.

• When you submit the form, you will receive an 
email with a website to continue the 
registration.

• If you have any questions or problems, please 
email Jean.Bavender@FamilySearch.org

Presenter Notes
Presentation Notes
So how do you register?
Either scan the QR code or go to tinyurl.com/TexasDeathRegistrationForm
To begin your registration.

Enter your name, email, and phone number.
Enter a username.

We are collecting this information so that we may contact you if needed.

When you submit the form, you will receive an email with a website to continue the registration.

If you have any questions or problems, please email Jean.Bavender@FamilySearch.org

https://tinyurl.com/texasdeathregistrationform


Where do I go for help?

• Scan the QR code or go to our wiki page at 
https://tinyurl.com/TexasDeathCert

• On the wiki page, you will find a number of
documents created to help you as well as a 
list of FAQ’s! The Texas Death Certificates 
Quick Reference Guide is especially helpful.

• If you have any questions or problems, 
please email 
Jean.Bavender@FamilySearch.org
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Where do you go for help?

Go to our wiki page by either Scanning the QR code or going to tinyurl.com/TexasDeathCert

There are a number of wonderful documents there that have been created to help you as well as a list of FAQ’s. The Texas Death Certificates Quick Reference Guide is especially helpful.   Be sure to go over those as they will help you with your indexing.


https://tinyurl.com/TexasDeathCert
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Thank you so much for helping us with this indexing project!
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